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1. [TacmopT (poH1a OLIEHOYHBIX CPEACTB

1.1. Ob6aacTh NpUMEHEeHU s

@®oHJ o1leHOUHBIX cpelcTB (nanee - @OC) npeaHazHaueH AJi1 KOHTPOJIS U OLIEHKHU Pe3yJIbTaToOB
MIPOXOXKACHHS TTPOU3BOACTBEHHOM MPAKTUKHU IO MpodeccuoHabHOMY Moay o (manee - I[IM) IIM.O1
«JlOKyMEHTHpOBaHHE YINPABIECHYECKON AEATEIbHOCTH M OpTaHu3alys paldOThl C JOKYMEHTaMH»,

oOpazoBarenbHOl Tporpammsl CITO.
1.2. O0BLeKThI OLICHUBAHUSA

B PE3yJIbTaTC HpOHSBOHCTBeHHOﬁ IIPAKTUKH OCYHICCTBIIACTCA OLCHKA OBJIAACHUA CIICAYIOINMU

npodecCHOHATLHBIME U OOIITUMH KOMITETCHITUSIMHU:

Pe3ysbpTaToM MpOM3BOACTBEHHOM MPAKTHKH SIBIISCTCS:
ocBoenue oomux kommereHmwii (OK)

Kon HaumenoBanue pe3yiabTaTa IPaKTUKH

OK 01 Bp16upath crocobsl pereHns 3a1a4 npoQeccuoHaIbHOM e TELHOCTH
IPUMEHUTEIBHO K PA3JINYHBIM KOHTEKCTAM

OK 02 Hcnonk30BaTh COBpEMEHHBIE CPEACTBA MOWCKA, aHAW3a M WHTEPHpeTaluu
uHpopMaluu, U HUHPOPMAIIMOHHBIE TEXHOJOTHH Ui BBIMOJTHEHHS 33]ad
poeCCHOHAIBHON JEATEIHLHOCTH

OK 03 [TnanupoBaTh U peasTu30BHIBATH COOCTBEHHOE MPO(ECCHOHATBHOE 1 IMYHOCTHOE
pa3BUTHE, MPEANIPUHUMATEILCKYIO IeATEILHOCTh BIpodecCHoHaNbHOM chepe,
UCIOJIb30BaTh 3HAHMSI 10 IPAaBOBOM U (PUHAHCOBOM IPaMOTHOCTH B Pa3JIMUHBIX
YKU3HEHHBIX CUTYaIUSIX

OK 04 O} dexTuBHO B3aMMOICHCTBOBATH U pa0OTaTh B KOJJICKTUBE M KOMaH/Ie

OK 05 OcCylIecTBIATh YCTHYIO U TUCBMEHHYI0O KOMMYHHKAITUIO HA TOCYIapCTBEHHOM SI3BIKE
Poccuiickoit ®enepanuu ¢ yu4eToM OCOOEHHOCTEH COLHUANBHOIO U KYJIbTYpHOTO
KOHTEKCTa

OK 09 [Tonp3oBaTbest mpodeccHOHANbHON AOKYMEHTAIMed Ha TOCYAapCTBEHHOM U

HHOCTPAHHOM A3bIKaXxX

npodeccrnoHanbubix komnereHuit (I1K):

Kon HaumeHnoBaHue pe3ysbTaTa IPaKTUKU

IK 1.1 OcymiecTBIATh MPUEM, TEPBHUYHYIO OOpaOOTKY M PETUCTPAIMI0 TMOCTYMAIOIICH
KOPPECTIOHICHIIMM B TOM YHUCJIE C UCIIOJIB30BAHNEM aBTOMAaTU3UPOBAHHBIX CHCTEM.

K 1.2 [IepenaBaTh JOKYMEHTBI HAa WCIOJHEHHE B MOJAPA3ACICHUS C YYETOM PE30JIIOLUU
PYKOBOAMTEIIEH OpraHU3aliy.

IIK 1.3 Ocy1ecTBiIAT KOHTPOJIb UCITOJIHEHHS TOKYMEHTOB B OPraHHW3alid, B TOM YHUCIIE C
HCIOJIb30BaHNEM aBTOMATU3UPOBAHHBIX CUCTEM.

IIK 1.4 Bectn 6a3pl maHHBIX JOKYMEHTOB OpraHU3AIMH M CIPABOYHO-UH(GOPMAIMOHHYIO
paboTy Mo HUM.

IIK 1.5 OcymecTBiaTh 00pabOTKy, peruCTpaldio U OTHPABKY MCXOIALIEH NOKYMEHTaluu
azpecaram, B TOM YHUCJE C UCIIOIb30BAHUEM aBTOMATH3UPOBAHHBIX CUCTEM.

I[IK 1.6 OcymiecTBIATh COCTaBlIeHHEe W O(QOpMIICHHE CITYKEOHBIX JOKYMEHTOB Ha OCHOBE

Tpe6OBaHI/II\/’I COBPEMECHHBIX HOPMATHUBHBIX ITPABOBBIX AKTOB.

®OC no3BoJIseT OLEHUTh NPUOOPETEHHBIE HA IPAKTUKE:
MIPAKTUYECKHUN OTIBIT B:

- BBITIOJIHEHHE padOT B 00JIACTH JOKYMEHTAIIMOHHOTO O0ECTIEYeHUS IeATeIbHOCTH OpTraHu3aIiuu
1 HEOOXOJMMBIX ISl TOCIEIYIOIIET0 OCBOCHUS MMM OOIMX M Mpo(decCHOHANBHBIX KOMIIETCHIIUH 0

n30panHoO# ipodeccun;

- 3aKpeIUICHHE W COBEPIIEHCTBOBAHUE IEPBOHAYAIBHBIX MPAKTHYECKUX NPO(EecCHOHATBHBIX

YMEHUN 00yJaromuxcs;

- TIpOBEpPKa 3HAHWM, MosydeHHbIX IIpu u3ydeHuu [IM 01 JlokyMeHTupOBaHUE yIpaBIEHUECKON

NESTeIbHOCTH U OpraHu3anus padoThl ¢ JOKyMEHTaMH.
B xo0/1€ mpox0KAeHUS MPAKTHKH 00YyUYaIOIMNACS TOJDKEH




WMETh MPaAKTUYECKHUM OIBIT B:
- TOKyMEHTHUPOBAHHUSI U IOKYMEHTAIIMOHHOW 00paOOTKHU IOKYMEHTOB KaHIIEIIAPUU (apX1Ba).

YMETb:
-IIPUHUMATh, PETUCTPUPOBATH, YUUTHIBATH MOCTYIMAIOIINE TOKYMEHTHI;
-IIPOBEPSATH NMPABUILHOCTH OPOPMIICHUS JOKYMEHTOB;
-BECTH KapTOTEKY y4eTa MPOXOKIACHUS TOKYMEHTAIbHbBIX MAaTEPUAIIOB;

3HATh!
-OCHOBHBIE MOJIOXKEHUS ENMHOM rocy1apCTBEHHON CUCTEMBI AEJIONTPOU3BOICTBA;
-BUbI, QYHKIIMH TOKYMEHTOB, TIPABHJIA KX COCTABIICHUSI H O(OPMIICHHS,;
-TIOPSIOK JOKYMEHTHPOBAHUSI HHPOPMAIIMOHHO-CIIPABOYHBIX MATEPHUAIIOB;
-TIpaBWJIa JCJIOBOTO ATHUKETA M JIEJIOBOTO OOIIIEHUS

001aaTh -

o0muMHu U poeCcCUOHATBbHBIMU KOMIETEHIMSMH JTOKYMEHTAMOHHOTO OO0eCHedeHus AesITeNIbHOCTU
OpraHu3aIHH.

2 @opMbI KOHTPOJISl U OLIEHKH Pe3YJIbTATOB MPOXO:KIEHHUS MPAKTUKH

2.1. ®opMBbI TEKYIIEr0 KOHTPOJISA

Texymuii KOHTPOIIb PE3YyIBTATOB MIPOXOXKACHUS TPOU3BOACTBEHHON MPAKTUKHU B COOTBETCTBUU C
pabodeii mporpaMMoi MPOUCXOANUT TIPH UCIIOIBE30BAHUH CIICTYIOIINX BO3MOXKHBIX ()OPM KOHTPOJIS:

- @KEIHEBHBIN KOHTPOJIIb MOCEIIAEMOCTH MPAKTHKHY;

- HaOJII0/IEHUE 32 BBHITTOJIHEHHEM BUOB pa0OT Ha MPAKTHKE;

- KOHTPOJIIb KayecTBa BBITIOJIHEHUS BUAOB paboT Ha mpakTuke (yposenb Brnagenus [1K u OK npu
BBIITOJIHECHUHN pa60T OLICHUBACTCSA B ATTCCTAITMOHHOM JIMCTC U XaPAKTCPUCTUKE C HpaKTI/IKI/I);

- KOHTPOJIb 32 BEJICHUEM JIHEBHUKA MPAKTHKH,

- KOHTPOJIb MOATOTOBKH OTYETA ITO MPAKTHUKE B COOTBCTCTBHU C 3aJaHMEM HaA IIPAKTUKY.

3. Ilepeyens 3a1aHNi 110 PAKTHKE

3.1 CTpyKTypa NpaKTHKH

Komsl HanmenoBanmue O0Bem [Tepuon
bopMupyeMbIx npodeccHOHaIBHOTO BPEMEHU, IIPOBEICHUS
KOMITETEHIINI MOJTYJIS OTBEACHHBIN MPaKTUKU

Ha MPaKTUKY
(B HEmeNsX,
qacax)

OK 01 [IM.01 «JlokyMeHTHupOBaHUE 3 Henenu, 108 gaca. 1 cemecmp

OK 02 YIIPABJICHUYECKOU EATEIILHOCTH U

OK 03 opranusaius paboTbl ¢ JTOKyMEHTaMU»

OK 04

OK 05

OK 09

K 1.1

IIK 1.2

K 1.3

K 1.4

IIK 1.5

IIK 1.6

3.2 Conep:xaHue NpPaKTUKU



Buner Buasl pabot Conepxanue HaumenoBanune KommuectBo
JEATeNbHOCTH OCBOEHHOT'O JMCLUTIITNH, 9acoB
y4e0HOTO MEXIUCIUTIIMHAPHBIX | (HEIeIb)
Marepuana, KYpPCOB C yKa3aHHEM
HEO0O0XOINMOr0 TeM, 00€CIIEUNBAIOIINX
JUISt BBITIOJIHEHHUE BUIOB
BBITIOJIHEHUS pabor
BUJIOB paboOT
- o3HakomyeHue ¢ (T'ema 1. OcnoBuble [[IM.01]lokymeHTHpOBaH 8
[IAaHOM [OJIOKCHUS Ue YIpaBJIeHYECKOM
[IPOXOXKIACHUS NeTIONPOM3BOACTBA |[IEATEIBHOCTH
[IPAKTUKH; opranuzaiysi paboTsl ¢
- HHCTPYKTaX O TTOKyMEHTaMHU
[IPOXO0XKICHUH
[IPAKTHKW,
- aHaJIM3 TUIaHa, Tewma 2. [1M.01 JokymeHTHpOBA- 12
-11aTh O3HakOMJICHHE C  |[HHE YIPaBICHUYECKON
XapaKTEPUCTHKY OpPTraHU3alMOHHON  |[eSITETLHOCTH U
OpraHu3aliy; CTPYKTYpO# opranuzaiusi paboTsl ¢
- N3Y4UTh OCHOBHBIE |OpraHU3aI[UH TTOKyMEHTaMHU
HaTPaBJICHUS
NeATeNbHOCTH
OpraHMu3aLuu.
- 3HAKOMCTBO C Tema 3. [IM.01 JoxymenTupoBa- 8
opranu3aiionHoit  |OdopmiieHue HUE YIIPABJICHUECKOU
CTPYKTYpOI TOKYMEHTOB B NesITeIbHOCTH U
OpraHu3aIuy; Word OopraHusaius paboThsl ¢
- aHAIN3 TTOKyMEHTaMHU
HOPMAaTHBHO-
[IPaBOBBIX aKTOB U
T TEPATYPHI;
- aHAIN3
eI TeTbHOCTH
OpraHu3aINy;
- MOJITOTOBKA U
otopmiieHne
THEBHUKA.
-M3Y9IHTh Tewma 4. [TM.01 JokymeHTHpOBA- 12
opranuzaionnyo  |OdopmieHue HUE yIPABJICHYECKOU
CTPYKTYpPY TOKYMEHTOB B NesITeIbHOCTH U
OpraHH3aluHy; Excel opraHusaiusi paboTsl ¢
- IPOAHAIN3UPOBATH TOKYMEHTaMU
HOPMAaTHBHO-
MPABOBHIE AKTHI.
- U3y4YEHUe Tema 5. [IM.01 JoxymenTupoBa- 16
3aKOHOAATeNbCTBA, |OdopmiieHHe HHE YIIPABJICHYECKOU
JIOKYMEHTUPOBAaHUE  [perJIaMEHTHPYIOIIETO [OMUCH eI NesITeIbHOCTH U
yIpaBIeHYECKOM eI TEIIbHOCTh opranusaiusi paboTsl ¢
NesITeIbHOCTH U OpraHu3aIum, TOKYMEHTaMU
OpraHu3anus YUPEKACHUS;
paboTsI C - pa3paboTka
JIOKYMEHTaMHU [TPOEKTOB NMPABOBBIX




TOKYMEHTOB,
CBSI3aHHBIX C
IEATCIIBHOCTBIO
OpraHHU3aIiu.

- 1aTh Tema 6. [IM.01JoxymenTupoBa- 12
XapaKTEPUCTHKY ObecnieueHue HUE YIIPABJICHUYECKOU
eATeNbHOCTH COXPaHHOCTHA IEATEIBHOCTU U
OpraHu3aluy, JTIOKYMCHTOB opraHu3zaius padoThl ¢
- IIpOaHAIN3UPOBATH JOKYMCHTaMH
3aKOHOJATEIILHBIE
AKTBhI,
PETYIHUPYIOLINE
IeATEIIbHOCTD
OpraHu3ariuy.

-pazpaboTaTh Tema 7. [IM.01 JoxymeHTHpoBa- 12
MporeccyabHbIe [ToaroroBka HUE YIIPABICHYCCKOM
TOKYMEHTHI, TOKYMECHTOB K NesITeIIbHOCTH U

- IPOAHAIM3UPOBATh [APXUBHOMY opraHu3arys padoThI ¢
MaTepUaIbL. XPaHECHHIO TOKYMCHTaMHU

Tema 8. [IM.01JoxymeHnTupoBa- 12
CocraBieHue aKTa [HUE yIIpaBIEHYECKON
npueMa-repeadd  [esITeIbHOCTH U
TTOKyMEHTOB OpraHu3anus padoThI C
TTOKyMEHTaMHU

- BBIIIOJIHEHUE
YKa3aHUI
PYKOBOAMTEIIS OT
OpraHu3aLUHU.

- coop, 00paboTka u 8
cUcTeMaTH3alus
OMITHPUIECKOTO
MaTepuana,
eKETHEBHOE
BHECEHUE 3aMnceil B
THCBHUK;

Benenue nHeBHUKA. 8
Hanucanue oruera
110
[MPOU3BOJICTBEHHON
[PaKTHKE.

UTOI'O 108

nhw

o =N

9.

NuauBuayanbHble 3a1aHUs
Henonpoussoactso B cucreme JOY. CrpykTypa opraHu3anMy JeJIONPOU3BOACTBA HA
MPEIIPUATHH.
Opranuzanuss ~ pabodero  Mecra  JEJIONPOU3BOAUTEIIS. Cxema  pabouero  Mecra
JEJIONPOU3BOIUTEIIS.
O6paboTka nocTymnarome KOppecroHIeHIIUH.
Odopmnenue cnyxkeOHbIX ToOKyMeHTOB. Kitaccudukarus 10KyMeHTOB.
PaGora ¢ mocrymatomelr  koppecnoHneHuueidl.  Crmocobbl  mpuéma  MocTymarolei
KOPPECIIOHICHIIUH.
Co3naHue 1 3al0JTHEHUE PETUCTPAIIMOHHBIX ()OPM TOKYMEHTOB (KypHAJIbHAs U KapTOUHAas).
Hanpasiienne noctynaromei KOppeCoHACHIIN B CTPYKTYPHOE MOAPa3IcICHHE.
Nupekcanus nocTynarouein KoppecrnoHACHIUY.
[TonsaTue mocrymnarouiei KOPPECIIOHACHINH, €€ KIaCCH(PUKALUL.

10. Coznanme knaccuuKayuy MOCTYIMAOIICH JOKYMEHTAIUH.
11. XapakrepucTuka JOKyMEHTO000pOTa OpraHu3aIHH.
12. TlocrymnneHne TOKYMEHTOB B OpraHU3AINIO, CTPYKTYPHBIE MOIpa3ICICHUS.




13. Opranuzanus pabOThI ¢ JOKYMEHTaMHU, COICPKAITUMHU KOH(UICHITUATHLHYIO HH()OPMAIIHIO.
14. Kynbrypa paboThl ¢ JOKyMEHTaMH Ha pabounx MecTax.
15. Opranmzanus npuéma nmoceTuTeei u padboTa ¢ 0OpaleHUIMH TPAXKIAH.

4. CucreMa OLleHUBAHMS NPOXO0KICHUS NPAKTHKHU

OneHka KauecTBa NPOXOXKIACHUSI IPAKTUKU ITPOUCXOJUT 110 CIAEAYIOLUIMM I10KA3aTeIsAM:

- COOTBETCTBUE COAECPHKAHUS OTUETA 10 MPAKTUKE 3aJaHUIO Ha IIPAKTHUKY;

- opopMIICHHE OTYETA 10 PAKTHKE, B COOTBETCTBUH C YCTAaHOBJICHHBIMU TPEOOBAHUSIMU;

- HaJIMYME MPE3EHTALMOHHOI0 MaTepHuala, B IOJHON CTENEHU WUIOCTPUPYIOLIETO OTYET 110
MpakTUKe (eciu Tpedyercs);

- odopmieHHs THEBHUMKA TPAKTHKH (BMECTE C TPHIOKECHUSMH) B COOTBETCTBHUH C
YCTAHOBJICHHBIMH TPEOOBAHUSAMY;

- OLIGHKA B aTTECTAIIMOHHOM JIUCTE YPOBHS OCBOCHHS MPO(PECCHOHATBHBIX KOMIETCHUUH NpU
BBINOJIHEHUH pabOT Ha MPAKTHKE;

- 3aMCh B XapaKTEPUCTUKE 00 OCBOCHMM OOIIMX KOMIETEHLMH IpH BBIIOJHEHUU paboOT Ha
IIPAKTHKE;

- KOJINYECTBO U IOJIHOTA MPABHJIBHBIX YCTHBIX OTBETOB Ha KOHTPOJIBHBIE BOIPOCHI BO BpeMs
IIPOMEKYTOUYHOM aTTECTALUU.

Onenka 3a /13 1o npakTuke onpeensercs Kak cpelHuil 6ajut 3a MpeaCcTaBIeHHbIE MaTepUabl ¢
IIPaKTUKU U OTBETHI HA KOHTPOJIbHBIE BOIIPOCHI.

OreHka BbICTaBIIETCS 110 5-TH OaJUIBHOM 1IKae.

Kpurepuu BbICTaBI€HUS OLIEHOK:

OueHka «omauuno» BBICTABISIETCS, €CIM OOYYaIOLIUICS BBIIOIHWI B YCTAaHOBJIEHHBIM CPOK U
Ha BBICOKOM YPOBHE BCE€ 3a/IaHUsl MPAKTHKH, MPOSBHWII CAMOCTOSTENBHOCTh, TBOPYECKMH MOJXOX H
WHULMATUBY, MPEICTaBUI JHEBHUK NpakTHUKU. Ilpu 3ammre mNOpakTUKW: JIOTUYECKH BEPHO,
apryMEHTHPOBAHO U SCHO JaBajl OTBEThl Ha IOCTABJIEHHBIE BOIPOCHI; JEMOHCTPUPOBAJI IOHUMaHUE
CYLIHOCTH U COIMAJIbHOM 3HaYMMOCTHU CBO€il Oyayuieil npodeccuu, MHTepeC K Hel; 1eMOHCTPUPOBA
YMEHHE IIpUHUMAaTh pELIEHUS B CTAaHAAPTHBIX W HECTaHJAPTHBIX CHUTYyalUsX, HECTH 3a HUX
OTBETCTBEHHOCTh

OueHka «xopowio» BBICTABIAETCSA, €CIM OOy4YaloIIMKCA BBIIOJHWI B CPOK BCE 3a/aHus
IIPAKTUKU, TNPEAYCMOTPEHHBIE NPOTPaMMON NPAKTHKH, IPOSBHUI CAMOCTOSATEIBHOCTD, IPEACTABUI
JTHEBHUK MPaKTUKU. B oTBeTax gan nmoapoOHOE, He KOHKPETHOE/KpAaTKOe ONUCaHUe 3aJaHuil MPaKTHKH,
crenain cialble BBIBOJBI U MPEATIOKEHUS (B BBIBOJAX M NPEAJIOKEHHUSIX OTCYTCTBYET KOHKPETHOCTB).
OtuerHas TOKyMeHTalus o(opmileHa B COOTBETCTBUU C TpeOOBaHMSIMM, MOJOOpaHbI HEOOXOIUMBIE
IIPUIIOKEHHUS.

OueHka «yooenemeopumenbHo» BBHICTABISIETCS, €CIM 00Yy4arOIUNCS BBIMOJIHWI BCE 3aJaHMS,
HO HE MpOSBWI TIYyOOKMX TEOpPETHYECKMX 3HAHMH M YMEHMH NpUMEHSTh UX Ha NpakTuke. B
YCTaHOBJICHHBIE CPOKHU MpEACTaBUJI JHEBHUK. B 0OTBeTax [an MOBEpXHOCTHOE, HEMOJHOE OINHCaHUE
3aJJaHUN MTPAKTUKH, IPUIIOKHIT HE BCE IOKYMEHTBI, IPOBEI UCCIIEA0BATENbCKYIO H/HIIM aHATUTHYECKYIO
paboTy, OTCYTCTBYIOT BBIBOJIbI M/HIIN TIPEJIOKEHHUS.

OueHka «HeyoosnemeopumenbHoy BHICTABIAETCA, €CIM O0ydYarolMiics HE BBIIOJHUII
MIPOrpaMMy MPaKTUKH U/UITU HE MPEACTaBUII B CPOK OTUETHYIO TIOKyMEHTalM0. Ero oTBET He 1mo3BoIsIeT
clenatb BBIBOJ O TOM, 4YTO OH OBJaJel HavyaJbHBIM NPOPECCHOHATBHBIM  OIBITOM H
npodeccuoHaTbHBIMM KOMIIETEHIIUSIMU 110 HampaBiCHUSIM: BBIIIOJIHEHbl HE BCE 3a/aHUs, HapylleHa
JIOTUKA U3JI0KEHUS.



